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COURSE OVERVIEW 

Course Description 
The Well Management course provides instruction on the process of submission of NOIs, 
permit information, and well information in the WellSTAR system. 
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Process Flow 

The end-to-end business process for Submit and Maintain Well Information covers the 
following: 

• Submit Well Data 
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1 SUBMIT AND UPDATE WELL INFORMATION 
Form used to change the name of a well or wells. 
 
Lesson Objectives: 

• Well Name Change Form 

• Confidentiality Request Form 

 

1.1 Submit Well Name Change Form 

 
 

Step Action Required Fields 
1.  From the home screen Search for the well.  

2.  Click on the API Number.  
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Step Action Required Fields 

1.  Click on Actions drop down.  
2.  Select Well Name Change.  
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Step Action Required Fields 

1.  Click Organization drop down.  

2.  Select Organization that the form is being submitted on behalf of. Organization 

3.  Enter a description of the form in the Description text box. Description 
4.  Click Save & Continue button.  
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Step Action Required Fields 
3.  Click on Actions drop down.  

4.  Select Add Contact.  
5.  If this contact is already in WellSTAR then make sure the box is 

checked. 
 

6.  Enter contact information. Contact Role 
Find Person 

7.  Click Save button.  

8.  Click Next button.  
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Step Action Required Fields 

1.  Click on Actions drop down.  
2.  Select Edit Data.  

3.  Enter Proposed well name information.  
4.  Click Update button.  

5.  Click Next Button.  
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Step Action Required Fields 

1.  Click on Actions drop down.  
2.  Select Add New.  

3.  Enter Proposed document information. Type 
Relevant Date 
Description 
Filename 

4.  Click Browse button and select file.  
5.  Click Upload button.  

6.  Click Next button.  
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Step Action Required Fields 

1.  Under Online Form Association click on Actions drop down.  
2.  Select Add New.  

3.  Select associated form from Form ID drop down. 

 

 

4.  Click Save button.  

5.  Under Comments add comments as needed.  

 

 

6.  Under Acknowledgment click the check box to certify the form 
submission. 

Acknowledgement 
check box 

7.  Click Submit button.  
8.  Click Close button on confirmation page. 
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1.2 Submit Confidentiality Request 
 

 

Step Action Required Fields 
1.  From the home screen Search for the well.  
2.  Click on the API Number.  
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Step Action Required Fields 
1.  Click on Actions drop down.  

2.  Click on Confidentiality Request.  
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Step Action  Required Fields 

1.  Enter a Description. Description 
Well API 

2.  Click Save & Continue.   
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Step Action Required Fields 
1.  Click on Actions drop down.  

2.  Select Add Contact.  
3.  If this contact is already in WellSTAR then make sure the box is 

checked. 
 

4.  Enter contact information. Contact Role 
Find Person 

5.  Click Save button.  
6.  Click Next button.  
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Step Action Required Fields 

1.  Click on Confidentiality Request Type drop down and select 
request type. 

Confidentiality 
Request 
Type 

2.  Add any additional notes that are relevant.  
3.  Click Next button.  
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Step Action Required Fields 

1.  Click on Actions drop down.  
2.  Select Add New.  

3.  Enter Proposed document information. 
 
(A Confidentiality Request Letter is required) 

Type 
Relevant Date 
Description 
Filename 

4.  Click Browse button and select file.  
5.  Click Upload button.  

6.  Click Next button.  
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Step Action Required Fields 

1.  Under Online Form Association click on Actions drop down.  
2.  Select Add New.  

3.  Select associated form from Form ID drop down. 

 

 

4.  Click Save button.  

5.  Under Comments add comments as needed.  

 

 
 
 

6.  Under Acknowledgment click the check box to certify the form 
submission. 

Acknowledgement 
check box 

7.  Click Submit button.  

8.  Click Close button on confirmation page. 

 

 


